Accessing Public and Shared Folders from OWA 2013

When Department Public Folders and Shared folders to Office 365 they need to be attached to OWA
2013 for use.

The method to attach/access a Public Folder is as follows:

1.

2.

] Office 365

Login to OWA
http://Office365.MontgomeryCountyMD.gov
Right Click on the Favorites = add public
folder

3. Select the Public Folder you would like
to add as favor > Add

4.  You may repeat this process to add
more Sub-Public Folder as needed
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http://office365.montgomerycountymd.gov/

The method to attach/access a Shared Folder is as follows:

1.Right-Click on your Name > add shared
folder...

2.Search for the Resource Mailbox by the display
name > Add
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Enter the name or email address of a user who has
shared folders with you.
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